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DEPARTMENT OF GENERAL SERVICES Schedule No. <123

RECORDS MANAGEMENT DIVISION
Page 1 of 3

RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency ; Division/Unit

Cecil County Government Human Resources

tem P Description Retention

No.

GENERAL HUMAN RESOURCES RECORDS

This series! includes general HR records such as policies and
procedures, meeting minutes, insurance plan information, media
records, bndget records, and non-workers compensation records.

Changes m records format will not necessarily require revision of
the retentlon schedule. However, should the scope or content of a
records serles be altered, the schedule may be amended to reflect

such changes

I
Each agency will use all or some of the following records which

are governed by the indicated retention period:

Retain hard and electronic
copies until updated then
transfer to Archives for
permanent preservation

A. Pohcnes and Procedures Manual

I
'

|

Retain hard copy and transfer
: annually to Archives for
| permanent preservation.

;"Meeting Minutes

Retain hard copy for five (5)
years, then destroy

|
{Health and Wellness Insurance Plan Information
|
[

Retain hard copy with
budgeting information for three

(3) years, then destroy

Media/Advertisement Invoice Records

I
|
i
b
1
!

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representatwe
. Date aree 7.0 1

Date ]
SignamM
Typed Name "Scott Mesneak Signature / ; C/i ;

Title IT & Recol'rds Retention Director

DGS 550-1
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Schedule No. ({723

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Division/Unit

Page 2 of 3

| (Continuation Sheet)
!

Human Resources

Agency !
Cecil County Goverlly‘lment
Item | Description Retention
No. ;
2 Budget | Retain hard copy for three
(3) years, then destroy

'
!
b
'
!
i

|

A. Departmental Budget Documents

|
|
B. ;;\dopted Budget and Approved Salaries per FY

C. N on-Workers Compensation Files

EMPLOYMENT AND PERSONNEL RECORDS

i
!

'
'

3
| Candidates for Employment

A.; Applications for Employment

B: Applicant Interview Questions/Response Data

————

Emplovee Relations
Personnel Folder
Training Files

|

0

E 1-9 Forms
|

'
!
'
!

i
.’ F. Payroll Records

| (Continued)

Retain hard copy for five (5)
years, then destroy

Retain hard copy for seven
(7) years, then destroy

Retain hard copy for one (1)
year from position close,
then destroy

Retain hard copy for ten (10)
years post termination, then

destroy

Retain hard copy for ten (10)
years post termination, then

destroy

Retain hard copy for three (3)
years after date of hire or (1)
'| year after separation of
employment, whichever is
longer, then destroy

Retain hard copy until
scanned and image verified
then destroy hard copy.
Retain imaged copy for three
(3) years and until all audit

requirements are fulfilled,

then destroy

—_—
T ——

DGS 550-1A
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Schedule No. (),

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
i (Continuation Sheet)

Page 3 of 3

1

Agency i
Cecil County Government

Division/Unit

Human Resources

Retention

Item Description

Retain hard copy for five (5)

No. ,
G. Ethics Forms

!
H. Grievance Files

|
!
L Medical Files
!
i

!

J.; Workers Compensation Files

'
!
'
+
)
!
t
t
i
!
)
b

'
i
b
'
)
'
t
)
)
)
)
'
'
'
'
'
!
!

i

|

ilK. Benefits, Medical & Driver’s Folders
i

!
0
'
b

years, then destroy

Retain hard copy for seven
(7) years from settlement or
closure of claims, then

destroy

Retain hard copy for ten (10)
years, then destroy. If records
added to Workers’
Compensation Commission
(WCC) or litigation retain for
thirty (30) years, then destroy.
If records indicate exposure
to hazardous material, retain
imaged copy for thirty (30)
years, then destroy, unless
exposure includes asbestos or
lead, then transfer to Archives
for permanent retention.

Retain hard copy for seven
(7) years from settlement or
closure of claims, then
destroy. If records indicate
exposure to hazardous
material, retain imaged copy

for thirty (30) years after
termination, then destroy,

unless exposure includes
asbestos or lead, then transfer

to Archives for permanent
retention.

Retain hard copy for (10)
years post termination, then

destroy

DGS 550-1A
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AGENCY RECORDS INVENTORY

N . . N
aach new or revised record series. Forward

!
Instructions -Type or Print a separate form for ;'
|
i
with Rec’ords Retention Schedule (DGS 550-1) ,'

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Watseroo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

-2. Division

FAGE

3. Unit

GF

1. Depam’n’ent/Agen:y
Human‘ Resources

!

5.

1
elated recards normally filed and used as a unit for reference as well as retention and disposition purposes.

Earllest Yeari atest Year

{
DEFINITION - RECORD SERIES: A group of r
4, Recurd;‘Sgﬁes Title i
Adopted Budget and Approved Salaries per F

)
'

Y

1987 2010

6. Record Series Description (Briefly describe the.types of Informatidn/dacuméntsfforms found in the serles. Inciude the purpose or function of the series.)

o Yes B No

21. Date

!
Roster. |
!
I
|
‘
|
!
|
7. Record Series Format(s) List alt ;' A. Record Serles Sequence. 8: Valume
! O Flie.Drawer(s),
i
i 0 Mcrofilm Reel(s)
W Letter Size a Mcrofim " o Alphabetical
| 0 Computer Tape(s)
o Legal Size .0 Computer Tape ! O Numerical Number N
i O Other (§pe:lfy)
0 Audio Tape o Floppy Disk ) o Ghronolagical
0 Bound Book O Video Tape, : 0o Geographical 10: Annual Accurnulation
] ! 0 File Drawer(s)
0 Other (specify) ! m Other (specify)
I
) o Microfif Reel(s)
f ! Keyword Lookup ©
)
:' 0, Cornputer Tape(s)
i Number
| D "Crher (specify)
]
10, File is Used i' 12, File-Becomes Inactive After.
f
| 5 )
B Daily O Weekly o Monthly | 0 Annually O Month(s) a Year(s)
: Nurrber
i
| !
’ ]
| |
"134 Current Location(s) (Bldg.‘ Fioor, Room) 1 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
! :
Human Resources Office !
’ ! n Yes B No
:, .
, . |
I 16, Access Restrictions (If Yes, cite Law(s) & Regulption(s) 18. Audit Requirements
| :
I o Yes - No ] ® None o State O Federal 0 Independent
17.  Isan Index System used? If yes, explain ber and describe requirements 18.  Récommended Retention
Retain hard copy for five (5) years, then destroy

I
]
!
I
:
i
i
]
18. Name and Title of Preparer I:
]
Scott Mesneak
IT & Records Retention Director
!

———

20. Teilephone Mumber

410-996-5205

9/10/2010

DGS 550-4 (Rev. 1/83)
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AGENCY RECORDS INVENTORY

Instructiolns -Type or Print a separate form for . ,: DEPARTMENT OF GENERAL SERVICES
:’ RECORDS MANAGEMENT DIVISION

each new or revised record series. Forwerd

with Reciords Retention Schedule (DGS 550-1) 7275 Watsrioo Road, P.O. Box 275
/ ! Jessup, Maryland 20794

, | 410-799-1930

1, Depannieml/\gency
Human Resources

-2, Division

]
|
I
t
!
|
related records normally filed and used as a unit

! 5. Eartiest Year/Latest Year

2009 , 2010

for reference as well as retention and disposition purposes.

DEFINITION - RECORD SERIES: A group of

4. Recon?‘ Sertes Title |
i

Applicant Interview Questions/Response 'data
I

6. Record Series Description {Briefly describe the.types u'infunna:t}dnldo:ument:lfuri'ﬁs found in the-series. Inchide theé purpose or function of the series.)
Documented giiestions and apglicant responses/nctes regarding vacant positions. Interview data with employee feedback.
I

t
'
'
Il

8. Record Series Sequence 8. Volume
O File Drawer(s)

7. Recnrd Series Format(s) Listall
O Mcrofim Reei(s)

o Alphabetical
o Computer Tape(s)

@ Letter Size ‘0 Mcrofilm
|
] L’egal Size 0 Computer Tape 0 Numerical
a Cther (specify),
o Chronological

0 Floppy Disk
10: Annual Accurmnulation

o f\udlo Tape
0 Bound Book O Video Tape, O Geographicat
O File Drawer(s)
@ Other (specify)
o Micrufifm Reel(s)

0 Other (specify).
Keyword Lookup

o, Computer Tape(s)

Number
O Cther (speclfy)

12, File Becormes Inactive After

!
ln. File'ls Used i
10 o Month(s) |/ Year(s)

Q Annually

a Daity 0 Weekly.

14. Is Record Sertes Dupllcated Elsewhere? (Ifyes, specify agency or office.)

13. Current Locaiion(s) (Bidg., Fioor, Room)
o Yes B No

Human Resources Office

16 Audit Requirements
0 Independent

Access Restrictions (f Yes, cite Law(s) & Reg’ulatian(s)
|
& State & Federal

15,
O None

O Yes W No !
)
i
i
)
!
18, Recommended Retentlon

Is an Index. System used? If yes, expiain brléﬂy and describe requirements
Retain hard copy for ten (10) years post
termination, then destroy

17,

o Yes ¥ No

|
!r
.’

19. Name and Tide of Preparer ," 20: Telephone Number 21. Date
!
Scott Mesneak 410-996-5205 9/10/2010
IT & Records Retention Director
t

!

DGS 550-4 (Rev. 1/83)
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AGENCY RECORDS INVENTORY

t

Instructions ~Type or Print a separate form for ,’
each neva{} or revised record series. Forward l’
with Records Retention Schedule (DGS 550-1) !
|

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1930

2. Divislon

PAGE

3. Unit

1. DeparmentAgency
HumaniResources

i

f |
!

i

|

!

5. Eatfiest YeariLatest Year

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retsntion and disposition purposes.

4. Record "smes Title
Applications for Employment

t
'
!
i
i
'
!
|

2009 ,, 2010

|
'
!
'
t

Candidates applying for open positions.

8. F'.ecurqj Series Description (Briefly describe the types uﬂnfom«a(]dnldocun‘éntslfnfn‘s tound in the series. Include the purpose or function of the seres:)

|’ 15,
1

)

o Yes - No 1'
1

)

!

|

!

18

Recommended Retention

I
)

( !
!
|
!

7. Record Series Format(s) Listall , B. Record Sertes Sequence. 9. Volume
N '
! 0O Flle.Drawer(s)
!
)
! O Mcrofim Reel(s)
]
® Letter Size ‘0 Microflm ! o Alphabetical

!' 0 Computer Tape(s)

!

alegal Size o0 Computer Tape | O Numerical Number
,' O QOther (specify)
0 Audio Tape 0 Fionpy Disk i o Chronological
i ;
0 Bound Book D Videa Tape, ! O Geographical 10 Annual Accurnulation
)
! D File Drawen(s)
a 'O;her (specfy), N W Other (specify)

) .
1 ) . Q- Microfiim Reel(s)
; Keyword Lookup
t
! a. Computer Tape(s)
! )
i Number
| O ‘Other (speclfy)
|

. Flleis Used I’ 12, File Becomes Inactive After
!
!

| Daly 0 Weekly O Monthly, ! 0 Annually 1 0 Month(s) W Year(s)

! Number
]
i
i
! _

’ 13. Current Locatlon(_s) (Bldg., Floor, Room) ! 14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)

v ! J

Human Resources Office !

{ ' 0o Yes ® No
t
i

) !

Access Restrictions (If Yes, cite Law(s) & Regu}‘aﬂon(s) 18. Audit Requirements
0 Naone ® State @& Federal O Independent

, |
o Yes B o ;

i

i
|
|

17 Is an Index, System used?.If yes, explain brieffy and describe requiremnents
!

close,

then destroy

21. Date

Retain hard copy for one (1) year from position

|

19. Name and Title of Preparer
|
i

Scott Mesneak

i
!

IT & Records Retenfion Director

20. Telephone Number,

410-996-5205

9/10/2010

DGS 550-4 (Rev. 1/83)




AGENCY RECORDS INVENTORY

Instructions -Type or Print a separate form for

| X ,
each new.or revised record series. Forward

with Rechrds Retention Schedule (DGS 550-1) ,

I

;" DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE.

/ Jessup, Maryland 20794

‘ 410-799-1930
1. DepanmenvAgency ! -2, Division 3. Unit
Human Resources '

[ ! .

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purposes.

| 5. Earliest Year/Latest Year

1986 0 2010

4. Record Serles Title ]
]

Benefits, Medical & Driver's Folders |

|

6. Pecord Séries Description (Briefly describe the types cfinforrnafldn/ducunﬁnts/fori’rs found in the sefies. Include thé purpose or function of thé series.}
Maintaining record of employee benefit information (tax withholding forms, benefit enroliment forms, payroll deduction aughtorization,

wagejgarnishments, beneficiary information, deferred comp. forms, etc)).

[
0 Bound Book O Video Tape

i
t
|
|
|
t
!
7. Recnrd Serfes Format(s)  List all 8. Record Series Saquence 8. Volume
@ File.Drawer(s)
O Mcrofitm Reel(s)
w Letter Size ‘0 Microfim o Alphageticat 4
| 1 Computer Tape(s)
0Legal Size © Computer Tape O Numerical Number
! o Other (specify),
o Audio Tape 0 Floppy Disk g Chronological
O Geographical 10, Annual Accurnulation .
@ File Drawer(s)

B Other (specify)

a. Microfilrn Reel(s)

143, Current Location(s)

[ :'
Human Resources Office H
]

I

t

]

|

|

D:O!her (specify)
i .
‘ Keyword Lookup
4 0. Computer Tape(s)
Number
O ‘Cther (specify)
i1 Flie ls Used { 12, File-Becomes Inactive After
i
1
& Dally DWeekly [s] Mv:nthly_ |' Ct Annually 10 0 Month(s) A Year(s)
]' Nurmber
/ .'
]
!
(B1dg., Fioor, Room) i 14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.)
B No

o Yes

168. Audit Requlrements
B Independent

a Yes a No

15, Access Restrictions(if Yes, cite Law(s) & Regllﬂiadnn(s)
8 Yes o No I! QO None O State 0 Federal
HIPAA i
/
17. s an Index System used? If yes, explain brlef!y and describe requirements 18.  Recommended Retention
Retain hard copy for (10) years post termination,

then destroy

21. Date

'
i
i
|
'
'
'
i
|
t
!
1
|
'
'
t
'
!
i

19. Name .and Title of Preparer
Scott MeSn['eak
IT & Records Reten‘tion Director

20: Telephone Mumber,

410-996-5205

9/10/2010

DGS 850-4 (Rev. 1/83)
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]
DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

! .
Instructions -Type-ar Print a separate form for
each new|or revised record series. Forward RECORDS MANAGEMENT DIVISION

7275 Wateroo Road, P.O. Box 275

with Rec?rds Retention Schedule (DGS 550-1)
| Jessup, Maryland 20794
410-798-1930

!
|

1. Depanme{'ht/Agency
Human l"R%ources
:'
DEFINITION - RECORD SERIES: A group of r.
2006 ,, 2009

4. Record Series Title !
Departmental Budget Documents !
i

2. Divislon

5. Earliest YearLatest Year

alated records nomally filed and used as a unit for reference as well as retsntion and disposition purposes.

i
6. Retord Series Description (Briefly describe the.types of information/documéntsfiarms found in the-series. Include the purpose or function of the sedes.)
i

Approved budget, expense reports, vouchers, purchase orders, etc. (purpose of tracking approved expenses.)

|

I
i
f
i
Il
i
t

8. Recard Series Sequence. 8. Volume
D File.Drawer(s)

7. Recorg Serles Format(s)  List al
o Mcrofim Reel(s)

{
i

|

| ] Le]t’ter Slze

0 Alphabetical
0 Computer Tape(s)

0 Mcrofilm
0 Numercal
o Other (specify),

{
o Le‘gal Size a Computer Tape

o Chronotogical

10: Annual Accurmnulation

O Floppy Disk
O Geographical
0 File Drawer(s)

0 Audio Tape
1
]

!
0 Boufid Book 0 Video Tape,
]
W Other (specify) _
o Microfiim Reel(s)

o ‘Orher (specify)_____
Keyword Lookup
a Computer Tape(s)

i

|

]

/

'
. Numnber
o ‘Other (specify)

12, File Becomes Inactive After

1. Filels Used
3 . .
a  Menth(g) &’ Yeer(s)

0 Daily 0 Weekly. O Monthly & Annually

1
!
|
i
f
!
.’

14. 1s Record Series Duplicated Elsewhere? (Ifyes, speclfy agency or office.)

(Bldg.. Floor, Reom)
8 No

|13 current Location(s)
o Yes

I .
‘Human Resources Office

(i
'
i
1B. Audit Requirements

O Independent

0 Federal

Access Restrictions {If Yes, cite Law(s) & Reggﬁlaﬁun(s)
0 State

15,
]
B None

a Yes m No

18.  Recommended Ratention

Retain hard copy for three (3) years, then destroy

'
'
'
'
'
'
'
!

17 Is an Index. System used? If yes, explain brlehy and describe requirements

a Yes B No

'
'
'
t
'
'
'
'
'
'
'
!

21. Date

18, Name ang Title of Preparer }, 20. Telephone Mumber
! 410-996-5205 9/10/2010

Scott Mesneak
IT & Records Retention Director

'
'
'
l
t

DGS 560-4 (Rev. 1/83)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

Instructions -Type or Print a separate form for
each new” or revised record series. Forward
with Recclzrds Retention Schedule (DGS 550-1)

1. Depam’ne'nt/Agency -2. Diviston.

Human IReso,urces

[
DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes
| 5. Earliest YearfLatest'Year

4. Recard Sertes Title

Ethics JForms ,’
! '

6. F'etord‘"SEries Description (Briefiy describe the.types of Information/dacuméntsforms found in the series. Include the purpose or function of the serles.)

Fmanaal disclosure statement. All County employees,elected officials, paid consuitants, Board and Commission appointees are required

to file/document business, financial relatlonshl ps, receipts, lnterest with business entities, family relationships relevant to Board.

2005 , 2010

;
i
!

7. Recnfd Serles Format(s) Listafl ] 8. Record Series Sequence. 8. Volume
' W File Drawer(s)
)

O Microfim Regel(s)

m Letter Size a Mcrofim o Alphabetcat
o Camputer Tape(s)

aLegal Size 0 Camputer Tape 0 Numerical
0 Other (specify),

0 Audio Tape O Floppy Diisk a Chronological

0 Bound Book 0 Videa Tapé. O Geographical 10. Annual Accumutation
W File Drawer(s)

‘

0 Other (specify), B Other (specify)
Q. Microfilm Reel(s)

! .
{ Keyword Lookup
a. Computer Tape(s)

Number
o Crher (specify)

1. Filels Used 12, File-Becomes Inactive After

o Daily O Weekly, o Manthly @ Annually 5 o Month(s) A vears)

!

13. Current Location(s) (Bldg,, Floor, Room) 14. 1s Record Series Dupltcated Elsewhere? (If yes, specify agency or office.)

Human Resources Office
o Yes 8 No

[

/ 15, Access Restrictions (If Yes, cite Law(s) & Reguléﬁun(s) 16.  Audi Requirements
'

0 None 0 State O Federat ¥ Independent

i
o Yes ® No i

| !
]

17.  Is an Index, System used? If yes,.explain brleﬂy’ and describe requirements

! Retain hard copy for five (5) years, then destroy

18, Recommended Retention

a Yes ¥ No

i
i
1
i

i

t

i

t

t

20. Telephdne Mumber. 21. Date

Scott Mesneak 410-996-5205

IT & Records Retention Director
i

19. Nare and Title of Preparer

9/10/2010

DGS §50-4 (Rev. 1193)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

sach new/or revised record series. Forward
7275 Waterloo Road, P.O. Box 275

with Records Retention Schedule (DGS 550-1)
Jessup, Maryland 20794
410-793-1930

I
1, Depanme;nt/Agency -2, Divislon

Human ‘Resources
DEFINITION - RECORD SERIES: A group of related recards normally filad and used as a unit for reference as well as retantion and disposition purposes.

' 5. Barliest Yearf atest Year

4. Record Series Title
Grievance Files 1998 2008
—_—

i
6. Record Series Description (Briefly describe the types Dfinfnmati§n/docﬂntnks/fnﬁm found in the series. [nclude the purpose or function of the series.)

Maintaining EEOC Claim grievance hearings, court cases, etc.

Record Series Sequence 9. Valume
# File.Drawer(s)

7. Record Series Format(s) List al

/ o Mcrofim Reel(s)
o Alghabetcal

- 13 - Computer Tape(s)

[ ] Lem’ar Slze ‘' Merofiim

0 Numereal
O Other (specify)

OLegal-Size & Computer Tape

o Chrondlogical

0 Audia Tape 0 Floppy Disk
0 Bouid Book O Video Tape, O Geographical 10. Amual Accumulation
W File Drawer(s)

B Other (specify)
Q. Micrafilm Reel(s)

o Oé_.her (épedfy)
Keyword Lookup:
1/2 a. Computer Tape(s)

I Number
. 0 ‘Other (specify)

12, File Becomes inactive After

11} Fite Is Used
7 . o
0 Month(s) B Ycar(s)

| o oaiy 0 Weekly, o Manthly @ Annually

1
{
14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency ar offtee.)

II'3. Current Locatlon(s)  (Bidg.. Floor, Roorm)

Human Resources Qffice

n Yes B No

18.  Audit Requirements

15.  Access Restrictions (if Yes, cite Law(s) & Regulahun(s)
+
o Federal 0 Independént

B None O State

a Yes | No

i/ 17, Is an Index System used?.If yes, explain brleﬂy:arid describe requirements . 18, Recommended Retention
Retain hard copy for seven (7) years from
settlement or closure of claims, then destroy

o Yes B No

|
i

!
i
i 20. Telephone Number, 21. Date

i I 18. Name and Title of Preparer
Scott Mesneak 410-996-5205
IT & Records Retention Director

!

9/10/2010

DGS 550-4 (Rev. 1/83)

i
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|

AGENCY RECORDS INVENTORY

I
I

’ ]
Instructions ~Type or Print a separate form for
] . . .
each newjor revised record series. Forward

;' DEPARTMENT OF GENERAL SERVICES

; RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) f 7275 Wateroo Road, P.O. Box 275

,’ Jessup, Maryland 20794

i 410-789-1830

|

i

-2. Divislon

1. Depanme;'WAgency
Benefits

Human Resources

DEFINITION - RECORD SERIES: A group of rel.atad racords normally filed and used as a unit far reference as well as retention and disposition purposes.
4. Record Series Title | §. Eatliest YearfLatest Year
[ 1986 ,, 2010

Heaith a’nd Wellness insurance Plan Info

!
6. Record ?eﬁes Description (Briefly describe the types ufinfom\atldr/dacun‘ents/furi'm found in the series. Inciude the purpase ar function of the sertes.).
Insurance.Plan documents and contracts, employee assistanice program contracts, wellness programs, etc.

|

f . Record Series Sequence. 8. valume
Ml File.Drawer(s)

7. Recnrd Serles Format(s) Listalt

Health

0 Mirofim Reei(s)

o Alphabetical
0 Camputer Tape(s)

w Letter Size o Mcroflm

O Numerical
o Other (specify),

O legal Size a Computer Tape

g Chronological

aAudio Tape O Floppy Disk
O Geographical 10: Annual Accumulation
B File Drawer(s)

0 Bound Book a Video Tap:.

|
u Oiher(speclfy}
. Microfilm Reel(s)

[s] Omier (speclfy).
Keyword Lookup
1 a_ Computer Tape(s)-

Number
0 Cther (speclfy)

12, File Becomes Inactive After

1. File is Used
5 s s
Q Month(s) | Year(s)

1 Daily 0 Weekly. | Monthly. 0 Annually

|
I
i

14. 1s Record Series Duplicated Elsewhere? ({f yes, specify agency or office:)

|3.|5 Current Location(s)  (Bidg.. Floor, Room)

!
]
. !
Human Resources Office ! . N
] b]
i
t

O Yes

/ !
16. Audit Requirements

Access Restrictions (i Yes, cite Law(s) 8 Regulaﬁu}\(s}

5.
!
a None Q State W Independent

1
O Federal

o Yes = No :
]
t
i
!

I |
18.  Recommended Retention

I's an Index System used? If yes,.explain briefly ari"d describe requirements
Retain hard copy for five (5) years, then destroy

i7.
l ]

O Yes B No

|
[
|

21, Date

19. Name and Title of Preparer ;‘ 20; Telephone Mumber.
Scott MeSneak’f 410-996-5205
IT & Records Retentioq Director

!

9/10/2010

DGS 550-4 (Rev. 1/83) |
!

|
l
)
t




Instructions -Type or Print a separate form for
; | . .
each new or revised record serias. Forward

with Records Retention Schedule (DGS 550-1) 7275

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Waterioo Road, P.O. Box 275

Jessup, Maryland 20794
410-798-1830

FAGE

3. Unit

AGENCY RECORDS INVENTORY

OF

1. Deparntme r;'t/Agency 2. Division
Human Resources

I
!
t
!
|
i
."
!
.’
| !
[ |
! i

5. Eatliest Yeart atest Year

DEFINITION - RECORD SERIES: A group of related records normally fled and used as a unit for relerence as well as retention and disposition purposss.

4. Record Series Title
[
|-9 Forms

1987 2010

6. Retord Series Description (Briefly describe the types of Informaticn/documentsfforims found in the series. thtinde the purpose or function of the series.)

Employment eligibility verification form req‘u’ired by employers to have on file asserting the legal working status in the United States.

7. Record Serles Farmat(s) Listal B8: Record Series Sequence 9. Volume
O File Drawer(s),
0 Micrafim Reelés)
= Letter Slze a  Alphabetical
.
0 Camputer Tape(s)
0 LegaljSize 0 Computer Tape 0 Numerical Number
0 -Other (speclfy),
O Floppy Disk: a Chronotagical
10: Annual Accumulation

o Audlc; Tape

o Euui’}d Book o Video Tapt
|

|

|

!

|

j

,’

I

‘0 Microfim ;
!

I

i

]

0 Other (Specify), .'|
1

|

]

!

0 Geographital

B Other (specify)
Keyword Lookup

Number

12,

File:Becomes Inactive After

O File Drawer(s)
0 Microflim Reel(s)
0, Computer Tape(s):

o ‘Cther (speclfy)

1
i
|
1. | Fite is Used f

o Daily 0 Weekly O Manthly & Annually

i
I
f
]
|

3
Nurrber

O Month(s)

14. 1s Record Series Duplficated Elsewhere? (fyes, specify agency or office:}

@ Year(s)

(Bldg., Floor, Room)

{
)
m No !
|
I
i

j o Yes
I
! t

O None

18 Reeo

o State

13. Current Location(s)
3
Human Resources Office : )
,‘ ! o Yes B No
i
+
| :
15, Access Restrictions (If Yes, cite Law(s) & Reguladunfs) 16.  Audit Requirements
8 Federal O Independent

rmmended Retentlon

17{'. Is an Index System used? if yes,.explain briefly andfdescﬂbe requirements
'

Retain hard copy for three (3) years after date of
hire or (1) year after separation of employment,

l o Yes 8 No !

/ , whichever is longer, then destroy.
l1’9. Narme and Titte of Preparer :’ 20: Telephone Mumber. 21. Date

f Scott Mesneak | 410-996-5205 9/110/2010
I IT & Records Retention pirector

DGS 560-4 (Rev. 1/83)




0

AGENCY RECORDS INVENTORY

" DEPARTMENT OF GENERAL SERVICES
each new "or revised record series. Forward ! RECORDS MANAGEMENT DIVISION
with Recqrds Retention Schedule (DGS 550-1) I, 7275 Waterioo Road, P.O. Box 275 pace ] o
1 | Jessup, Maryland 20794
f | 410-798-1930
1. Depanmeiﬁt/Agency
Human Resources
DEFINITION - RECORD SERIES: A group of related racards nomally filted and used as a unit for refersnce as well as retention and disposition purposes.

Instructions -Type-or Print a separate form for

3. Unit

-2, Divislon

5. Earllest YeardLatest vear

!

4. Recard Slérles Title ‘
Media/Advertisement invoice Records |
I

6. Pecord Series Description (Briefly describe the types Uﬂnfom'\atid"-rlducun“ents/forh's found in the series. Inciude the purpose of function of the series.)

Copiesjof records and invoices received for position ad placement for hiring and retention.

|
|

]
{
7. Record Serles Format(s) Listall l’ A.Record Serles Sequence. 9. Volume
i O File.Drawer(s)
!
|
l} 0 Microfim Reel(s)
® Letter Slze 0 Microfilm j o Alphabetical
i 0 Canputer Tape(s)
o Legal Size 0 Computer Tape , O Numerical Number
a Qther {specify)
O Audio Tape 0 Floppy Dlsk ’ [« Chronu!ogical
0 Bound Book 0 Videa Tapz !I O Geographlcal 10. Annual Accumulation
l O File Drawer(s)
0 Other (specify). ‘ W Other(specify) __
. . o Microfitm Reel(s
| ; Keyword Lookup ©
’ ! o, Computer Tape(s)
' Number
! i 0 ‘Cxher (specify)
{ .
11. ’ File is Used 12. File Becomes Inactive After
o Datly D Weekly W Monthy aAnnually 3 0 Month(s) B Year(s)
Number

i
1
I
)
I
'
!
!
!
’

!

14, Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office:)

]

13! current Location(s)
Htfman Resources Office

(Bldg.. Floor, Room) !
:'

' 0 Yes B No
i

]

t

!
16. Audit Requirements

Access Restrictions (If Yes, cite Law(s) & Regulaﬂul'n(s)
O Independent

|
15,

19. Name and Title of Preparar

,J a Yes m No ;’ ® MNone O State o’ Federal
"17. Is an Index. SyStem used?.If yes, explain briefly ar;;d describe requirements 18.  Recommended Retention
o es BN j Retain hard copy with budgeting information for

,’ three (3) years, then destroy
|

i |
i 20. Telephone Number 21. Date

| 9/10/2010

I Scott Me’snea‘k| 410-996-5205
IT & Records RetentioT Director

DGS §50-4 (Rev. 1/83)

|
]
!
!
i
|
i




I

[
! !
I i
| |
| '
|| f
1nstruchons ~Type or Print & separate form fof DEPARTMENT OF GENERAL SERVICES AGENCYRECORDS INVENTORY
each nqw or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 55Q—1) 7275 Waterloo Road, P.O. Box 275 pace. 1 or 1
] : Jessup, Maryland 20794
i : 410-796-1830
: 2. Divislors 3. Unit

1. Departfeit/Agency

_ ‘
Human Resources
|

I .
DEFINITION - RECORD SERIES: A group of related records normally filed.and used as & unit for refarence as well.as retention and disposition purposes.

‘5. Earliest Year/Latest Year

4. Record Serles Title

Medlc:al Files )

)
! t
i

1975, 2010

-B. Remrd Serles Descrip!lun (Briefly describe the types of: Infurrnatlonlunwmentslfonns found In the series. Include the purpose or function.of the series.)-
Malntglnlng required medical information on employees. These are the County-Government internal records, the official and complete
recorgs pertalnlng to workers compensation claims are retained by the Third Party Claims-administrator for the county's'self-insured
program and includes all documentahon pertaining to the claim, And for claims. priorto 7/01/2009 are retained by the prior insurer,

Injured Workers' Insurance Fund. :
{ )
| ; _
7. Recard'Series Formats) Llstal ! B-Record Serles Sequence 8 Volime
| ‘ ' G File Drawer(s),
| | -
' O Mecrofilm Reel(s)
w Letter Size- o'Mcrofim O Alphabeticat
| O Computer Tape(s)
o Legal Size o Computer Tape ! .0 Numercal’ Numbér
| 3 O Other-(specify)
o A_u:dlo Tape O Fioppy Disk ; 0 Chronolagical .
| '
o Bt?und Book 0 Video Tape ' O Geographical 10: Annuai Accumulation
0. Flie Drawer(s)

]
o Gther (spedify)
; F

M Other (specify)
Keyword Léokup o Microfilm Reel(s)

Q Computer Tape(s)

Number
O Cther (Spécify)

12:  -File Becomes Inactive After-

m Dally “O:Weekly o Manthly

dAnsually 10 8 Month(s) A Year(s),
Number

14, Is'Record Series Dupllmted Eisewhere?. (lfyes, specify agency or uﬁﬂce)

131 CurrertLocation(s)  (Bldg.; Floor, Roam) i
Human Resources Office ' , .
| : o' Yes B No
] ¥
15, AccessRestiictions (f Yes, cite Law(s) & Regulation(s) 48, Audit Requirements
i '
! o Yes B'No :' :n None ‘® State’ W:Federal .0 Independent
! :
i ; .
47, 1€ 3n.Index System Used?f yes‘ explain bneﬁ‘y and desoribe requnremenzs 18, -Recormmenzd Rbtention
] Retain hard ¢opy for ten'(10):years; then destroy. If records added to

0. Yes ‘BN

Workers' Compensation: :Commission (WCC) or litigation retairt for.thirty (30)
years, then destroy If: records |nd|cate exposure to hazardous material,

retain imaged-:copy for: thlrty (30) years, then.destroy, unless:.exposure
inclides asbestos or lead, then transfér to-Archives for permanent retention.

o

:
!
i

‘! 18, ‘Name:and Tiie-of Préparef
,’ Scott Mesneak
i
il
!

'
'
'
v
!
|

IT & Records Retentlon Director

20. Telephone:Number 21, Date

-410-996-5205 9/10/2010

PGS §50-4 .(Rev, *1/83)
t




[

Instnictions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
sach new cI:)r revised record series. Forward RECORDS MANAGEMENT DIVISION
PAGE 1 OF 1

7275 Waterloo Road, P.O. Box.275

[l
|
with Reco»,'ds Retention Schedule (DGS 550-1) I;'
| ;' Jessup, Maryland 20794
! ! 410-799-1830
1, Depam‘erlmgency ] -2. Division 3. Unit
Human Resources .; Benefits
| | _
DEFINITION - RECORD SERIES: A group of related records nomnally filed and used as a unit for reference as well as retention and disposition purposes

5. Eatliest YearfLatest Year

4. Record Se'r_les Titte !
Meeting/Minutes ;
! i
!

2000 , 2010

]
6. Retoid Serles Desciiption (Briefly desciibe the' types. of information/documentsforms found in the series. Inciude the purpose or function of the serdes.)

] .
Health Advisory Commiittee, Public Safety Pension Plan.

0 Bound Book

t

!

!

!

.’

o Other (specify)____ ,‘
i

I

1

|
[
!
|
)
]
|
i
|
7. Record Serles Format(s) Listal f B. Record Series Sequence. 8: vValume
: # File.Drawer(s)
i
I ! O Mcrofim ReeXs)
m Letter/Size 0 Micrafim O Alphagetical
) 1 0 Camputer Tape(s)
OLegalSize 0 Computer Tape o Numerical Number
a Other (specify)
o Audla Tape D Floppy Disc o Chronological
0 Video Tape .0 Geographical 10. Annuat Accurnutation
B File Drawer(s)

W Other (specify)

g Microfitn Reel(s)

Keyword Lookup
1 0. Computer Tape(s)
! Number
O ‘Cther (speclfy)
i
1. | File is Used 12, File-Becornes Inactivee After

t
{
(- . i
| Daily 0 Weekly o Manthly 0 Annvally Indeﬁmtely O Month(s) o Year(s)

Nurrber

14. Is Record Series Duplicated Elscwhere? (Ifyes, specify agency or office.)

l

13, [Current Location(s)

|

]

]

t

;

i )
)

!

)

|

(‘Elldgu Floor, Room) !

I

|

]

Human Resources Office

B No

0 Yes

Audit Requirements

o Yes & No

!
I
!
15{ Access Restrictions (f Yes, cite Law(s) 8 Reguladun’(s) 16.
!
a Yes M. No ' Q None o State Qa Federal @ Independent
i
i
|
7. disan index System used If yes, explain briefly arid" describe requirements 18.  Recommended Retention
i . A
Retain hard copy and transfer annually to Archives

for permanent preservation

i
/
|
!

i

19. Name and Tltle of Preparer
Scott Mesneak |

|
J
|
|

IT & Records Retention Director

20: Telephone MNumber.

410-996-5205

21. Date

9/10/2010

DGS 550-4 (Rev. 1/83)

|
! i
!
!
i




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1820

Instructions ~Type-or Print a separate form for
each new! or revised record series. Forward
with Records Retention Schedule (DGS §50-1)

-2. Division

1, DepanmeiﬁtJAgency
Risk Management

B

b

Human IR%o,urce_s !
' !

|

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
i 5. Eatliest Yearfatest Year

1
'

4. Record S«lér_ies Title
Non-Workers Compensation Files | 5002 2010

| to
| ’
6. Pecord Series Description (Briefly describe the types cflnfanm!ldr"nldbcuriéntslfori‘ns fund in the-series. Inchide the purpose or function of the series.)

|érty, liability, vehicle accidents, public official liability claims, general liability, and police legal

]ngiden}s, claims, and suits including prop
liability claims.

8. Volume

S B. Record Serfes Sequence.

7. Record §erles Format(s) Listal
W Fite.Drawer(s)

O Mcrofim Reel(s)

]
{ .
W Letter Size ‘a Merofim a Alphabetical
1 Camputer Tape(s)

O Legal Size B Computer Tape 0 Numerical
a Other (specify)

0 Chranologlcal

0 Audio| Tape o Flonpy Disk
i .

o Bounlé Book O Video Tape. O Geographical 10: Annual Accumulation
W File Drawer(s)

W Other (specify)
Keyword Lookup

0 Other (specify)
[ o Microflim Reel(s)

I

|

i

11. iFiIe is Used
i

1 0. Computer Tape(s)

Number-
O Orher (specify)

12, File Becomes Inactive After

7 o Month(s) | Years)

|
W Daily

14, Is Record Series Dupllcated Elsewhere? (Ifyes, specify agency or office.)

13, O;ur'rerit Location(s) (Bldg., Fioor, Room)
B No

Human Resources Office oy
[ es’

3
]
|
!
!
I
t
)
|
!
i
7
)
E

0 Weekty. a wMonthly 0 Annually

- t
1
!
t
¥
]
|
i
f
I

18. Audit Reguirements

15. | AccessRestrictions (If Yes, cite Law(s) & Regulaﬂun(T
O Federal 8 Independent

@ Yes D0 No o None O State
Freedom of information Act ‘
]

i

|
' lsan Index System used? If yes,.explain briefly and describe requirements

18.  Recommended Retention

Retain hard copy for seven (7) years, then destroy

7.

Q Yes B .No

20: Telephane Mumber 21. Date

410-996-5205

P
x
:
!
]
1
|

Name and Title of Preparer

18!
/ Scott Mesneak | 9/10/2010

IT & Records Retention Director

DGS 550-4 (Rev. 1/83)

Si
|

|
|




1
M

| ;
| DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY

INSTRUCTIONS - Type or print a ]
separate form for each new/revised j RECORDS MANAGEMENT DIVISION
electronic record series. Forward with ! 7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 1 1
| (410) 799-1930 Page of
]
|
I

COMAR 11'4. 18.04

2 DIVISION 3 UNIT

l
1 DEPARTMENT/AGENCY
Human Resources

Cecil Céunty Government ,'
l
|

DEFINITION - Record Series - A group, of related records stored electronically and used as a unit for reference as well as retention
and dlsposmon purposes

4 ELEC'!TRONIC RECORD SERIES TIFLE 5 EARLIEST YEAR/LATEST YEAR

Payrolil Records | 2006 To 2009

6 INPUT - Identify source of informat;on to be entered 7 OUTPUT - Identify the use/s of information generated by system
Electronic Document - IBM Content Manager

!

|
8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
| contained in a series. Include purpose and function of the system.

|
Facilitating payment of wages (‘timesheets, overtime authorizations, leave records).

|
| |
l |
9 POl'_ICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Admllnlstratlon Department Héads will have (delete) (print) and (hold) access. Managers and employees
with the "need to know" will have (read), (print) and (hold) access.

Paper’

| |
10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

!
Updates are not allowed on the original document; if updates are needed, the document needs to be

replaced

|

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression estabiished to
ensure the. record's retention and usability throughout the record's authorized life cycle.

Cecn County Government Admlmstratlon Building
Record is available until the dlsposal date, and then record is purged.

l
t

| :
12 |RECOMMENDED RETENTION

V . ! . . .
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for three (3) years and until ali audit requirements are fulfilled, then destroy

i
13 | TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE

PREPARER
Scott Mesneak : 410-996-5205 9/10/2010
6] TITLE OF PREPARER 'f
IT & Records Retention Director

l : f
DGS 550-6 II
|

i
!
!
!
|
|




|
l

Instructions ~Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

sach new Ar revised record series. Forward
with Records Retention Schadule (DGS 550-1)

410-799-1930

1, Depanmen;/Agency -2. Diviston

Human Resources

|
’ [ Jessup, Maryland 20794
|
!
|
|

DEFINITION - RECORD SERIES: A group of relatéd records normmally fled and used as & unit fof reference as well as retention and disposition purposes.
| §. Earliest YeariLatest Year

4. Record Sedes Title

| ; ! )
Personnc?l Folder .l 1975 2010

| |

6. Pecord Sefies Description (Briefly describe the types oflnforma!ldnléincumenlsl{uri’m found in the sefies. Intlude the purpose or function of the series.)
Maintains employment data (emp. app., contracts, perf. appraisal, correspondence, péersonnel records, ediication materials, disciplinary
|

actions, etc.).

|

|

7. Recor Serles Format(s)  List all

8. Record Series Sequence 8. Volume
0 File.Drawer(s),

O Microfilm Reel(s)

| .
8 Letter Sllzae ‘u Merofilm Alphabetical
2 Camouter Tape(s)

0 Legal Size [0 Computer Tage Numerical
0 Other (specify).

0 Audio Tape 0O Floppy.Disk Chronological

O Geographical 10 Annual Accumutation

0 Bound Book o Video Tape
B File Drawer(s)

W Other {specify)
Keyword Lookup

|

(' 0, Computer Tape(s)
i

|

o Ogher_("épeclfy)
O Microfiln Reel(s)

Number
O ‘Cther (speclfy)

12, File-Becomes inactive After

1. Fjleis Used

® Daily 0 Weekly, O Manthly. 10 0- Month(s) ;A Yéar(®)
Nurmber

:’
oY
|
I
|
|

13, Currenit Localion(_s) (Bldg.. Floor, Room) 14. |Is Fecord Series Duplicated Elsewhere? (If yes, specify agency or office.)

Human Resources Office
D Yes B No

15, 'Access Restrictions (IfYes, cite Law(s) 8 Regulation(s) 1B. Audit Requirements

o Yes | No o None ® State W Federal o. Independent

18, Recommended Retention

Retain hard copy for ten (10) years post
termination, then destroy

17. | I's an Index System used? If yes, explain briefly and describe requirements
!

l
|
|a e LY
|

[
19. Name and Title of Preparer 20. Telephone Number. ‘21, Date

Scott Mesneak ! 410-996-5205 8/10/2010
IT & Records Retention Director

|
|
!
i
!
7
i

|

DGS 5{')&4 (Rev. 1/83)
t
{

|
|

1
t
)
1
i
t
|
b
!
t
!
t
'
i
i




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
with Recorlds Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275

[ Jessup, Maryland 20794
l 410-799-1930

Instructions ~Type or. Print a separate form for

! , .
each new or revised record series. Forward

1. DepanmemiAg ency 2. Division

Human Rleso,urces

|
DEFINITION - RECORD SERIES: A group of related records normally filted and used as a unit for reference as well as retention and disposition purposes.
i 5. Earliest YearfLatest Year

4. Record Serjés Title
Policies and Procedures Manual

I

8. Pecord Series Description (Briefly describe the types of infarmaticn/docurmentsfforims found in the series. Inciidé the purpose ar function of the series.)

1978 , 2008

'
!
'
i
[

Commun‘:ica_ting policies to employees and management.

| |

9. Volume

. Record Series Sequence

7. Record Sefles Format(s)  List al
D File.Drawer(s)

O Mcrofim Reei(s)

w Letrer Size ‘a Microfilm O Alphabetical

0 Camputer Tape(s)

‘0 Numerical

O Legal Size 0 Computer Tape
o Other (specify)

aAudio Tape 0 Floppy Disk

o Geographical 10: Annual Accumulation

o Bound Bouk o Videa Tape
0 File Drawer(s)

W Other (specify)

o Omer(éz:edfy)
{ g Microfiim Reel(s)

|
|
|

1. Fitgis Used

Keyword Lookup:
0. Cormputer Tapa(s)-

Number
0 ‘Other (specify)

12, File-Becomes Inactive After

|
{
!
I[
]
1
, o Chronologlcal
i
I
i
]
;
]
t
]
t
X
t
]
)
1
;
;
1
t
]
;
]
]
]

lnd_em o Month(s) a Yeor(s)

m Daily, o Weekly o Manthly, 0 Anfually
: [
Nurmber

!
|

|
13, Current Location(s) (Bidg.. Floor, Roorm)

Human Resources Office

l

15. Atcess Restrictians (If Yes, cite Law(s) & Regulation(s)

14, Is Record Series Duplicated Eisewhere? (if yes, speclfy agency or office.)

a Yes ® No

16. Audit Requirements

® None O State 0 Federal D Independent

o Yes m No

ystem used? If yes, expiain briefly and déscn-ihe requirements

17. I‘s an Index. S
I ]
o ves e : Retain hard and electronic copies until updated
' ; then transfer to Archives for permanent
’ i preservation.
|
l

|
|
l
|
|
|
]
i
|
|

18.  Recommended Retention

20: Telephone Mumber.

410-996-5205

18. Name and Title of Preparer

Scott Mesneak | 9/10/2010
IT & Records Retention Diret":tor

DGS 55004 (Rev. 1/83)

|

|
|
|

1
l
v
I
|
i
|




17

Instructions -Type or Print a separate form for
each new c')r revised record series.
with Records Retention Schedule (DGS 550-1)

Forward

Jessup, Maryland 20794
410-799-1830

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watserfoo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE

1. De_panmenv'Agency
Human Resources
|

|

|
i

-2, Divislon

3. Unit

DEFINIT!ON RECORD SERIES: A group of related records nomally filed and used as a unit for refersnce as well as retention and disposition purposes

4. Record Senles Title
Training Files

5. Eatllest Year/Latest Year

1999 . 2009

6. Pecord Series Description (Briefly describe the. types uflnfnn'na\lon/documenr fforms tound in the-serles. Ineiude the purpose or function of the series.)

Requtred[and optima| professional development and training courses offered by County andf/or external sources. Hard copy (paper
records of sign-up sheets, training course content and employee).

!
|
t
7. Reenrd SerI es Format(s) Listafl : B. Record Series Sequence. 9. Volume
) ! >
‘ O File Drawer(s)
! O Microfim Reel(s)
1 .
m Letter Sz 0 Microfilm ; O Alphabetical
! ) 0 Computer Tape(s)
O Legal Stze .0 Computer Tape 1 o Numerical Number
! 0 Other (specify),
O Audio Taee O Floppy Disk ! o0 Chronological
:
o Bound Boek 0 Videa Tape | O Geographical 10: Annual Accurnutation
| o File Drawer(s)
0 Other (specify), ! W Other (specify)
. o Microfitm Reel(s
]’ Keyword Lookup =
| o Computer Tape(s)
[' Number
’ B ‘Cther (specify)
1. File'is Used [ 12, File:Becomes Inactive After
: !
| .
O Daily O Weekly. B Monthly a Anpually 10 a Month{s) & Year(s)
’ l Nurnber
13. Currert Location(s) (_Bldg‘. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

alYes

| No

!
I
!
E
!
:
|
|
|
|
|

HumaniResources Office
" o Yes B No
t
18, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Reguirements
D None ® State O Federal 0. Independent

17 1sfan Index System used?.If yes,.explaln briefly and desaih:E requirements

t

1B, Recommended Retention

Retain hard copy for ten (10) years post

i
' IT & Records Retention Director
| .
|

g Yes 8 No g
' ; termination, then destroy
| ! _
18. Name and Title of Preparer 20 Telephone Mumber 21. Date
‘ Scott Mesneak 410-996-5205 9/10/2010

DGS 550-4{(Rev. 1/83)
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|
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Instructions ~Type of Print'a separate form for

|
each new. or revised record series. Forward |

with Recc'::rds Retention Schedule (DGS 550-1|)'

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Wateroo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-788-1830

|

1
I
|
|
1. 'Depami-'e;ritll\gency ]
Human Resources !
1

|

1

2. Division
Risk Management

DEFINITION RECORD ‘SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes,
) 5. Earliest Year/Latest Year

2002 ,, 2010

4. Record Series Title !
Workers- Compensation Files i
I

6. Record Serles Description:(Brlefly describe.the types of inforrmation/documents/farms found In the sefies. “inclide the putpose or function.of the series.).

First re;[)ort of injury, Osha/Mosha report;'s correspondence with workers compensation third party-claims adniinistrator. These are the
County! povernment internal records, the official and complete records pertaining to workers compensation claims are retained by the
“Third Party Claims-administrator for the countys self-insured program, and includés all documentation peftaining to the claim. And for
claims prlor ‘to 7/01/2009 are retalned by the prior insurer, Injured Workers' Insurance Fund.

1
' !
'7: RecordSeries Format(s)  Uistal i 8. Recard Serles Sequence 8:'Volime
I

B Flie Drawer(s).

0 Microfim-Reel(s)

mLetter Size U’Mc_rptllrn Ajphabetical
l O Computer Tape(s)

|
olLlegial Size -0.Computer Tape Numerical
‘D Other.(specify),

O Audio Tape OFloppy Disk Chronalogical

10: Annual Accumulation
[ File Drawer(s)

' 0 Bound Book O Video Tape Geographical

) .
0 Cther (spedify) Other (specify)
o Microfiim Reel(s)

Keyword Lookup
1 G Computer Tape(s)

Number
o .()thér (specify)

11, Flle s Used 12, -Flle Becomes Inactive After
|
) 7 o Month(s): | Year(s).

f
B Daily O -Monthly

13, Current Location(s)  (Bidg.. Flodr, Room) 4. IsReécord Series Duplicated Elsewhére?. (Fyes; specify agency or office.)

Human Resources Office. ) -
o: Yes ¥ No

|
!
i
i
i
!
|
|’ DAnnually
|

: : A8

|
15, ‘Ac:ess Restrictions (f Yes, cite. Law(s):& Regulaﬂon(s) ‘Audit Requirements

B:Yes 0'No I ‘0 ‘Nane ‘0 State’ 0 -Federal ‘W-independent

. - !
Worke'rs.CompensatiomL,aws of Maryland FOIA,

¢
|

18, ‘Retomménded Retention
Retain hard copy for'seven.(7) years.from settlement or-closure of
claims, then destroy. itrecords indicate. exposure to-hazardous
material, retain imaged copy-for.thirty (30) years after termiination,
then des’troy, .unless:exposure includes:asbestos ‘orlead;then
{ ' transfér'to Archives for permanent.fetention.

17, e 3hIndax System used®if yes, explain brifly and-describe requirements
) y y !

0. Yes ‘WiNa

20: Telephare:Number 21, Date’

Scott Mesrieak | 410-896-5205
IT-& Records Retention Director

18. "Nima'tand Title*of Préparer

9/10/2010

|
|

DGS 550-4. (Rev; 1/83)
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